
Creating 
Amendments



You are again logged on as the 
traveler & are going to amend 
an authorization in order to 
cancel the authorization.

Go to the Official Travel 
tab and click on 
Authorizations/orders. 



Your authorization screen will appear with a list of 
authorizations you have created in the past.

Any authorization that has an amend link – you can 
amend.



As you can see, not all authorizations have an 
amend link. This is because once a voucher has 
been created from an authorization, that 
authorization can no longer be amended.

Go ahead and click the amend link for the 
08/29/05 Dallas, TX trip.



A comments screen will open.  
You MUST enter the reason 
here as to why you are 
amending this document.



Once you have entered 
the reason for 
amending, click OK.



Click Accept to proceed.



The auth will open to the preview screen. You will simply need 
to go to the Digital Signature to cancel this authorization.

Scroll to the 
bottom…



Click Save And Proceed to Pre-Audit



On this authorization, 
no audit flags exist.

Click Save And Proceed To Digital Signature.



A traveler will have two status 
stamps – SIGNED & CANCELLED



To cancel this authorization, 
simply select CANCELLED 
and click Submit Completed 
Document.



Click Accept to proceed.



You are taken back to the authorization home page.  
As you can see, the document you amended to 
cancel now has the status of cancelled.



You are again logged on as the 
traveler & going to amend a 
voucher to add an expense.

Go to the Official Travel 
tab and click on Vouchers.



This will take you to the voucher home page showing a 
list of this traveler’s vouchers.  You can amend any 
voucher that has been approved.  You will amend the 
09/12/05 Miami, FL voucher. Click amend.



A comments screen will open.  
You MUST enter the reason 
here as to why you are 
amending this document.



Once you have entered 
the reason for 
amending, click OK.



Click Accept to proceed.



The voucher will open up to the preview screen.  
You want to add an expense so you need to click 
the Expenses tab in the Navigation Toolbar.



You need to add a parking fee so 
you will enter the expense in the 
space below.



Once the expense is entered, 
click Save Expense.



The expense should now be 
listed above – at this point 
the expense is saved.

That was the only item you 
needed to add.  To continue, 
click Review/Sign on the 
Navigation Toolbar.



Again, you are at the voucher preview page. 

Scroll to the 
bottom…



Click Save And Proceed to Pre-Audit



You are taken to the pre-audit screen.  A couple 
of audit fails exist for this voucher.

Click Save And 
Proceed To Digital 
Signature.



The stamp will default to 
SIGNED. Click Submit 
Completed Document.



Click Accept to proceed.



Click Save and Continue to proceed.



You are now taken to the voucher home page. The 
voucher you just amended is in a signed status 
awaiting the next person in the routing i.e. reviewer, 
approver, etc.



Please contact the Travel Services 
Helpdesk at

304-480-8000 option 1
or Email

travel@bpd.treas.gov
for assistance with GovTrip.

mailto:travel@bpd.treas.gov
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